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Definitions

ACCOUNTS
Any time in pay status must have an account code associated with it. The account code is
the fiscal year, appropriation code, and cost code.

DEFAULT SCHEDULE
The default schedule is your basic tour-of-duty. This schedule can be loaded into every
pay period’s timecard, to lessen the amount of input needed.

DOLLAR TRANSACTIONS
Special Time in Pay transactions where a dollar amount is recorded and paid to you.
Typically, this field will not be used.

ERROR MESSAGES

Messages generated during the validation process. Error messages are generated when
webTA determines that the data entered is incorrect. The most common errors are when
the daily, weekly, or pay period totals do not balance. You cannot validate a timecard if
errors exist.

EXCEPTION PROCESSING

A type of processing where the default schedule is loaded into every pay period’s
timecard and only differences to the default need to be input to the timecard. webTA will
automatically subtract the appropriate hours from the regular time on the default
schedule.

LOCATOR INFORMATION

Provides a means of maintaining contact information for employees. Only email
addresses must be listed in the Locator Info field. Your task messages will be sent to the
email address listed in your Locator Info.

OTHER TIME
Non-pay time is listed under Other Time. Examples of Other Time are Leave Without
Pay (LWOP), Absence Without Leave (AWOL), and Suspension.

PREFIX (PFX)
A code used to expand the definition for certain Time in Pay codes.

RESTORE FROM DEFAULT

A type of processing where the default schedule is loaded into every pay period’s
timecard, and only differences to the default need to be input to the timecard. You would
also need to subtract the appropriate hours from the regular time on the default schedule.
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STORED ACCOUNTING

A type of processing where your accounting information is stored in the NFC database.
All time and attendance data will be charged to this account, without having to enter the
account on the T&A.

SUFFIX (SFX)

A code used to expand the definition for certain Time in Pay codes. The suffix code is
used to pay a wage grade employee his/her shift differential. For example, Wage Grade
employees working second shift use suffix 2.

T&A DATA
The Time and Attendance report, also referred to as the “timecard.” It is the basis for
reporting your hours of work.

T&A PROFILE
The information on this screen identifies your basic payroll profile. It includes tour of
duty, pay plan, service computation date, and leave category.

T&A DATA SUMMARY

A way to view all of your webTA data for the pay period. It shows your timecard
information, T&A profile, leave balances, and on-line leave requests. You cannot enter
any information on this form. Your supervisor will review the same form prior to
certifying your timecard.

TASKS

Tasks are messages sent through Lotus Notes to the email address listed in your Locator
Info. Tasks can be system generated (such as approval of leave requests) or employee
generated (such as requesting your timekeeper to update your T&A profile).

TIME IN PAY (TIP)
Paid time is listed under Time in Pay. Examples of paid time are hours worked, annual
leave, sick leave, and overtime. All Time in Pay must be charged to an account

VALIDATE

When you validate the timecard, you are stating that the information is correct. webTA
checks the information against some pre-programmed edits. You may receive warning or
error messages during the validation process. You cannot validate a timecard if errors
exist. Warnings should be carefully considered to determine if further action is needed.

WARNING MESSAGES

Messages generated through the validation process. Warning messages are generated
when the possibility of an error exists, but webTA does not have enough information to
determine for sure that there is an error. The most common warning message is if leave
is posted on the timecard, but there is no on-line leave request. Warnings should be
carefully considered to determine if further action is needed.
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Basics
There are a few things that you need to keep in mind while using webTA.

First, webTA is an internet or intranet based application that differs from other computer
applications, such as MS Word or Excel. Some of the processing in webTA is done on
your computer, and some is done on a server. Because of the way the internet works,
there is not a constant connection between your computer and the server. So, when
entering information in webTA, you must always tell the system that you want to save
your work by clicking the appropriate button on the screen (usually the Save button).

If you use a web browser often, this system should be relatively simple to use. The
biggest difference is that you should not use the Forward and Back buttons in your
browser. You should use the navigation buttons within webTA, such as Return, Save
and Next. If you do use the Forward or Back buttons, you risk losing data that you have
entered.

Within a page, use your Tab key to move from one field to another or use your mouse to
point to a field and click.

One of the most common functions you will do is enter time worked and leave used. All
time should be entered as the number of hours, a colon, and the number of minutes
(hh:mm). Minutes should be recorded in 15-minute increments (00, 15, 30 or 45). For
example, 4 hours and 30 minutes would be entered as 4:30. To enter whole hours, you
only need to enter the hours. You may also enter the number of hours, a period, and a
decimal fraction. The system automatically converts time entered this way to the
hours:minutes format and rounds the entry to the nearest 15 minute increment. For
example, 2.5 is converted to 2:30 and 4.1 is converted to 4:00 (a tenth of an hour is 6
minutes so it is rounded down).

As you enter data, some checks (validations) are performed. If you enter data that
webTA can identify as incorrect, an error message is displayed indicating what is causing
the problem. The main validation process is done after all data is entered for a pay
period. Once validated, the data may be certified correct by the supervisor.

When you are done using webTA, you should properly exit the system by clicking the
Logout button found at the top right of most screens. This ensures that data is properly
saved and you are logged out of webTA. If there is no Logout button, you should
complete the function you are using to get back to a menu or other screen with a Logout
button.

webTA has a session timeout set on the server. If you leave webTA open and logged in
for over 10 minutes, your session will expire and you will be logged out of the
application. This is a security feature to prevent others from using your webTA account.
If your session times out, simply log back into webTA to continue.
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Logging In and Logging Out

To access webTA, click on the link to webTA on your customer page.

Access to webTA data is controlled by user IDs and passwords. Enter your user 1D and
password, and then click Log In. If your user ID and password are entered correctly, a
Main Menu is displayed. Otherwise an error message pops up.

2 Time & Attendance: webTA Login: com.threeis.webta.P110login - Microsoft Internet Explorer

File Edit View Favorites Tools Help Links ** | Morton AntiVirus E - f'

webTA 2.0, 3i Systems Inc.

webTA Login

Welcome to webTA.

Please enter your Userid and Password for the Time & Attendance system:

Password

Copyright € 1999-2002 3i Systems Inc.

&] Done ® Intermet

After three unsuccessful attempts to log into webTA, you will be locked out of the system
and the Pay and Leave Staff must reset your password.

To end your webTA session you should log out of the application by clicking Logout in
the upper right corner of the page. The Logout link is displayed on all pages other than
the Login page.
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Changing Your Password
To change your password within webTA, click Change Password on the Main Menu
page. Itis located in the User Functions section at the bottom of the page.

A Time & Attendance: Change Employee Password: com.threeis.webta.P390chgPW - Microsoft In... Ej@‘ E|
File Edit Yew Favorites Tools Help Links * | Morton Antivirus E' r ;'f'

webTA 2.0, 3i Systems Inc. Help Logout

Change Employee Password

Current Password

New Password

New Password (again)

Save | | Cancel

Copyright © 1999-2002 3i Systems Inc.

ﬁéj Done a Internet

You should change your password on a regular basis, and you should never give your
password to any other person. Passwords should not be easy to guess. Avoid your
spouse’s and children’s names. The best passwords are random alphanumeric strings.
Your webTA password must be at least 8 characters in length. It must contain an
uppercase letter, a lowercase letter, a number, and a special character (%, $, &, etc.)

On the Change Password page, enter your current password. Then enter your new
password twice, once in each of the fields provided, to verify that you did not make a
typing error.

To save your new password, click Save and return to the Main Menu. Click Cancel to
return without saving.
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Online Help

Throughout webTA, every page has an associated help page. If you need additional
information about the page, simply click the Help link in the upper right corner of the
window, next to the Logout link.

‘2 Time & Attendance On-Line Help - Microsoft Internet Explorer

Employee Module

Contents TA Data Summary

Introduction The TA Data summary is an infarmational view of your

Getting Started TA report. Your supervisor views the same information
when certifying TA reports.

Main Menu

. You cannot enter any information on this form. Enter
Edit TA Data payroll information by selecting the Edit TA data
View TA Summary option from the main menu.

Leave/Premium Pay Reguest
Edit Locator Info
Edit Default Schedule

validate TA Data i
Cartified TA's Click Logout to log out of the system and close the

Tasks program. You will return to the login screen.

Click Return to return to the main menu.

Copyright © 1999-2002 3i Systems Inc.

Help screens are displayed in a separate window from webTA. You can navigate the
help screens using the contents links on the left side of the page. When you are finished
viewing Help, simply close the help window.
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Employee Module
The Employee Main Menu provides access to the various functions that a typical
employee would use.

<} Time & Attendance: Employee Main Menu: com.threeis.webta.P300mnuEmp - Microsoft Internet ... E@@
File Edit ‘iew Favorites Tools Help o

e

BPD Production Region Help Logout

Employee Main Menu

ERCENTET view 18ASummary |
[ Certified T&A's Uiew Previously Certified T&A Summaries

User Functions

[ Change Password l

You can enter hours worked and leave used to your T&A report and view a summary of
the information. You may also submit leave or overtime requests; save your locator
information; create or modify your default schedule; approve your timecard; view
previous timecards; save new accounts; and, send tasks to your timekeeper.
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Entering Your T&A Data
You should enter T&A data on a daily basis. To enter your T&A data, click T&A Data
on the Main Menu. The Payroll Data page is displayed.

2 Time & Attendance: T&A Data: com.threeis.webta.P330dataTAPay - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help L)

BPD Test Region Help Logout

T&A Data

Name: Roberta Johnson Pay Period: 07 : Apr 4, 2004 to Apr 17, 2004
Report Type: Regular Leave Year: 2004

Default Schedule Summary

Sun Mon Tue Wed Thu Fri Sat W?_Ek Sun Mon Tue Wed Thu Fri Sat WEEk
8:00 8:00/8:00 8:00 8:00 40:00 8:00/8:00 8:00 8:00 8:00 40:00
Time In Pay
Sun Mon Tue Wed Thu Fri Sat
Transaction PrEﬂXEUfﬂxAccountm 474 4f5 4/6 4/7 4/8 479 4/10 Week 1
Project 9 4/114/124/134/144/15 4/16 4717 Week 2
Annual Leave 4163442000 8:00 8:00
P&y &MD LEAVE SERVICES
8:00 8:00
Total
MNew TIP
Other Time
Sun Mon Tue Wed Thu Fri Sat Remarks To Payroll

474 4/5 4/6 4/7 4/8 4/9 4/10 Week 1

T ti
PENSAEHAN 4114010 4/134/14.4/154/16.4/17 Week 2

Total
Mew Other

Dollar Transactions

. Caollar Amount
Transaction Accounting v

You may edit, delete or add lines to any of the sections of this page. To modify a line,
click Edit next to the line you want to change. To delete a line, click Del next to the line.
Note that as soon as you click Del, the line is permanently removed. You can only
recover it by adding it again. To add a line, click New in the appropriate section.
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Edit Time in Pay

All time in pay (TIP) must be charged to an account. Select the appropriate TIP, such as
Regular Base Pay or Annual Leave, from the drop down menu in the upper left corner. If
appropriate, record the suffix code. If your timekeeper has stored your accounting, you
will not need to select an account. The Account field will show NFC Stored Account. If
your timekeeper has not stored your accounting, you must select an account for the TIP.

Finally, enter the daily totals of time to charge to the TIP. The daily hours should be
recorded as hours and minutes, in 15-minute increments. You should enter the number of
hours, a colon, and the number of minutes (hh:mm).

You can instead enter the hours, a period, and a decimal fraction. If you enter time this
way, it will be converted to hours and minutes, rounding to the nearest 15-minute
increment. As an example, 3.5 is converted to 3:30.

2 Time & Attendance: Edit Time In Pay: com.threeis.webta.P433editTAInPay - Microsoft Internet Explorer

File Edit View Favorites Tools Help Links Morton Antivirus E - T

webTA Version 2.1 Help Logout

Edit Time In Pay

Name: Elizabeth Barton Pay Period: 25 : Dec 15, 2002 to Dec 28, 2002
Repor.t Regular Leave Year: 2002
Type:
Edit Line of Time In Pay
RegularBase Pay v PR Sy Acct | Select An Account -

Sun 12/15 Mon 12/16 Tue 12/17 Wed 12/18 Thu 12/19 Fri 12/20 Sat 12/21

Sun 12/22  Mon 12/23 | Tue 12/24  Wed 12/25  Thu 12/26 Fri 12/27 Sat 12/28

Time In Pay
Sun Mon Tue Wed Thu Fri  Sat
. 12/1512/1612/1712/1812/19 12/2012/21 Week 1
T tion PR S A t
S— CEOUNNNG 1 5/22/12/23 12/24 12/25 12/26 12/27 12/28 Week 2

Total

Save | | Cancel

Copyright @ 1999-2002 3i Systems Inc.

@I] Done ® Internet

Once the time for the TIP has been completed, click Save.

Note: If you are an approved leave recipient, you will receive guidance from the Pay and
Leave staff on entering data to the timecard.
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Edit Other Time
Non-pay time (Leave Without Pay, Absence Without Leave, Suspension) is entered
under Other Time. Other Time is not charged to an account. So, this section includes

only the type of time and daily totals.

As with the Time In Pay (TIP) above, daily time should be recorded as hours and
minutes, in 15-minute increments. You should enter the number of hours, a colon, and

the number of minutes (hh:mm).

2 Time & Attendance: Edit Other Time: com.threeis.webta.P4 3deditTAOther - Microsoft Internet Explorer [Z|[E|[‘S__<|

File Edit View Favorites Tools Help Links * | Norton Antivirus g - o

webTA Version 2.1 Help Logout

Edit Other Time

Name: Mark Anderson E:ﬁod- 26 : Dec 29, 2002 to Jan 11, 2003
Report Leave
Type: Regular Year: 2002
Edit Line of Other Time
[LwoP |
Sun 12/29  Mon 12/30  Tue 12/31 Wed 1/1 Thu 1/2  Fri 1/3 | Sat 1/4
| | [[800 | |ls00 || Il I I |

Sun 1/5 Mon 1/6 Tue 1,/7  Wed 1/8 Thu 1/9 Fri 110 Sat 1/11

Other Time
Sun  Mon Tue WedThu Fri Sat
. 12/2912/3012/31 1/1 1/2 1/3 1/4 Week 1
Transaction
1/5 1/6  1/7 1/8 1/91/101/11 Week 2
Total

Save Cancel

Copyright @ 1999-2002 3i Systems Inc.

&] Done 8 Internet
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T&A Data Summary Page

The T&A data summary page is displayed with your name and pay period at the top. The
first section after the header is the timecard data. Following the timecard data are any
approved leave requests, the T&A profile, and leave data information. Your timekeeper
and supervisor will review this same form before your timecard is certified.

2l Time & Attendance: T&A Data Summary: com.threeis.webta.P350dataTASum - Microsoft Internet Explorer = ||:|||
File Edit Wiew Favorites Tools Help :,"
-~
BPD Test Region Help Logout
Mame: Roberta Johnson Pay Period: 07 : Apr 4 to Apr 17
Report Type: Regular Leave Yearn 2004
Status; Mot Yalidated
Tirme In Pay: $0:00 Other Time: 0:00 Crollar Transactions: 0,00 Cays In Pay: 10
Time In Pay Apr Apr
- . :pf :Sf TAccount 4:5:6:7:8:9:110 1112113141151 617
ransaction I D s cription SM T T F S [WkiS M T W T F i3 |Wk2
t t ———+—+—+ ———+—+—+
' 4163442000 Vo T
RegularBasePayl BAY AND LEAVE SERVICES === = 32 (Er88 88 40
+—t—t +—+—+—+—+—t +——t+—+—+—+
|1 14163442000 R R
Annuslleave | | lpavaND LEAVESERVICES| | ¢ iDL L [ 8| bbb
Total 'gigiaiaia |40 'sisisiai s |40 |
Approved Leave/Premium Pay Requests
Transaction TFrom Time To Time :Hoursl
Accrued Annual Leave Apr 07 2004 5:00 AMiApr 07 2004 430 PMiZ:00 |
T&A Profile Leave Data|Fud! Accr ! Ausil!Used! Bal
Pay Plan General Schedule (red)| |NDTE: Advance Annual Leave is used.
(o @i iy (AUl Tiiiwe Annual - 4:0074:00:8:00:-4:00
Duty Hours &0 Sick - 1 4:0004:00°0 -- ! 4100
Wark Week M-F 2:00 - 4:30 L L = L
Alternative Schedule  [Regular 8-hour Days
Agency BPOC
State Wy
Town 2040
Unit 01
Timekeeper 01
Usze Projects Mo
Account Drata Code Store Account (MFC)
Retain Drata Exception Processing
Service Comp Date |Oct 06 2002 |
Annual Leave Categorl,l|4 hripp |
Feturn
w
< >
webTA User Guide 13
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Validate/Approve T&A Data

Once you have completed entry of your T&A data for the pay period, you should validate
it. After you have validated it, your timekeeper will review the summary page to ensure
accuracy. Your timekeeper will also validate the timecard. Your supervisor cannot

certify the data until it has been validated. By validating the data, you are stating that the
data is correct.

When you click Validate webTA checks the data for errors and possible problems.
Examples of error and warning messages are shown in the figure below.

2 Time & Attendance: Validation Errors: com.threeis.wahta.P311valErrors - Microsaft Internet Explorer g@@
Ay
L

Ele Edit ew Favorites Todls Help Links | Mortan Antivirus E -

webTa Yerson 2.5.0 Help Logout

Validation Errors

Johnsan, ERROR: Base hours recorded cannot be less than Duty Hours, Base hours:
ISR Roberta 1e 16, Duty Hours: 20
JOHNSON Johnsan, 15 WARNING: Mizsing Lacator address information. Domestic: Streat, City,

Roberta State and Zip Overseas: Country and APQ,

Johnsaon, ) . )
JOHNSON L5 WARNING: Flzase enter a phone number in the Locator information.

Copyright © 1999-2003 3i Systems Inc.

All errors must be corrected before the timecard can be validated. Warnings are
generated when the possibility of an error exists, but webTA cannot determine for sure

that there is an error. Warnings should be carefully considered to determine if further
action is needed.

If no error or warning messages are encountered, you will get a message indicating that

the data was validated. If only warning messages are generated, you will see the warning
messages, and the data will also be validated.

webTA User Guide 14
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Certified T&AS

You can review T&As for previous pay periods. You cannot change the data, but you
can review it. Click Certified T&As on the main menu.

23 Time & Attendance: Certified TBA Summaries: com.threzsis.webta.P345viewCertified - Microsoft Internet Ex... E][E|E|

Eile Edit Wew Favorites Tools Help Links 2 | Marton Antivirus EI - o

webTaA Verson 2.5.0 Help Logout

Certified T&RA Summaries

Lisa Jones (JONES)
= Tpey period|Date Range |Cort By|Cort Date |Cart Type)

() 16 - 2003 Aug 10 - Aug 23 JONES  Aug 22 2003 YWEBTA

(O 15 - 2002 Jul 27 - 4ug 09 JONES  Aug 16 20032 WEBTA

[ Wiew Certified Summary ] ’ Return ]

Copyright © L999-2003 3i Systems Inc,

The certified T&As are sorted by pay period and leave year, with the most recent records
at the top of the form. Simply select the one you want to view by clicking the radio
button next to it. Then click View Certified Summary. A new browser window pops up
with the summary form. When you have finished reviewing it, close the browser
window.

webTA User Guide 15
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Leave and Premium Pay Requests

Leave Requests

Click Leave/Prem Pay to review your active leave requests or to submit a new one. The

page that is displayed shows all current and future leave requests that you have submitted
with their current approval status.

e Pending — A leave request that has not been approved or denied.

e Yes— A leave request that has been approved.

e No - A leave request that has been denied.

File Edit Wew Favorites Tools Help Links ** T

webTA Version 2.1 Help Logout

Leave/Premium Pay Requests

Approved Transaction From Date From TimeTo Date To Time Total Hrs
|Edit |[Delpending Accrued Annual LeaveDec 16 2002 8:00 AM Dec 16 200214:30 PM  8:00

Leave Transfer Program Donations
Account Hours Status PP Year

OS ELTP Bank39:00Approved 252002

Mewy

Total 29:00
Approved Donations This leave year Last leave year
Voluntary Program: [IH] 0:00
Emergency Program: [ECHil 30:00

Copyright © 1999-2002 3i Systems Inc.

&) Done 0 Internet

You cannot change leave requests that have been approved or denied, but a request that is
pending can be changed. To change a pending leave request, click Edit next to the

request. To view an approved or denied leave request, click View next to the request. To
submit a new request click New.

When you are finished reviewing requests, click Return to go back to the Employee
Main Menu.

webTA User Guide 16
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Employee Leave/Premium Pay Request Page

To submit a new leave request, click New on the Leave/Premium Pay Requests page.
You will then see the screen below. This screen includes a block at the top with the types
of request, dates, times and total hours requested.

2l Time & Attendance: Leave/Pramium Pay Request: com.thraeis.webta.P356leaveRequastE dit - Micrasoft Inter.... E@E|

Eile Edit Wew Favorites Tools Help Links * | Morbon Antivieus E - #

~

wehTaA Yerson 2.5.0 Help Logout

Leave/Premium Pay Request

Request by: Roberta Johnson (JOHNSON)

Request Information

Type Select Type w
From Date

From Time Abd (v

To Date

To Time Phd v

Total Hours

You must select a type of leave from the list. Then you must enter the starting date and
time and ending date and time for the request. Dates can be entered in several formats,
but you must use a 4-digit year. If webTA cannot translate the format of the date you
entered, it will display an error message that shows the correct format. The times must be
entered as the hour, a colon, the minutes (hh:mm). Then select AM or PM. You must
enter the total number of hours of leave that you are requesting.

webTA User Guide 17
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Family and Medical Leave Act (FMLA) and Sick Leave

For some types of leave, you need to indicate what the leave is for. In particular, sick
leave and leave used under the Family and Medical Leave Act (FMLA) require
identification of the purpose of the leave. Simply click the radio button next to the
appropriate responses.

2 Time & Attendance: Leave/Pramium Pay Request: com.thraeis.webta.P356leaveRequastE dit - Micrasoft Inter.... g@”‘i'
File Edit View Favorites Tools Help Links 2 | Martan Antivirus EI - o

L]

-

Sick Leave

If you are requesting sick leave, you must indicate the reason,

Please specify:

(] Medical/dental/optical examination of requesting employee

O Care of family member/bereavement, including
medical/dental/optical examination of family member

O Care of family member with a serious health condition

O Other ({2.9. personal illness or adoption), Provide the reason
in Remarks.

® Mane

Family and Medical Leave Act

If annual, sick, or leave without pay will be used under the Family and Medical
Leave Act of 1993 (FMLA), indicate what it will be used for.

Please specify:

O Birth/&doption/Foster Care

O Sefious Health Condition of Spouse, Child, or Parsht
) Serious Health condition of Self

& Mone

Contact your supervisor and/or your personnel office to obtain additional
information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by your agency.

webTA User Guide 18
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Finally, you may enter remarks in the text box provided. The remarks are visible to the
supervisor approving the request. The supervisor may also enter remarks.

A Time & Attendance: Leave/Pramium Pay Raquest: com.thraeis.webta.P356leaveRequastE dit - Micrasoft Inter.... E|@|PZ|

File Edit View Favorites Tools Help Links ¥ | Martan Antivirus El - :,'

-~
Contact your supervisor and/or your personnel office to obtain additional
information about your entitlements and responsibilities under the FMLA, Medical
certification of a serious health condition may be required by your agency,

Remarks

Save | | Cancel

Copyright © 1999-2003 3i Systems Inc,

When you click Save, the form is checked for completion and errors are identified. You
must correct the errors before you can save the form.

If the form has already been approved or denied, there is a Return button. When you

have finished viewing or editing the form, click the appropriate button to return to the list
of leave requests.

webTA User Guide
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Making Leave Donations

Leave donations may be made at any time to approved leave recipients in the Leave
Transfer Program, as long as you have enough leave available and you have not exceeded
the limitations on donations. To create a leave donation, click Leave/Prem Pay from the
Employee Main Menu. The page that is displayed (see below) shows all current and

future leave requests, then a summary of donations you have made to the Leave Transfer
Program.

If you have active donations, they are displayed. Once a donation is approved, you
cannot modify it. If it has not yet been approved, you may click Edit and make changes.
Once approved, there is a View button that you can use to see the donation, but you
cannot modify it.

A Time & Attendance: Leave/Premium Pay Requests: com.threeis.webta.P355leaveRequest - Microsoft Internet E.... Q@]g|

File Edit Wiew Favorites Tools Help Links % | Norton AntiVirus EI - e

]

webTA Version 2.1 Help Logout

Leave/Premium Pay Requests

Approved Transaction From Date From TimeTo Date To Time Total Hrs
|Edit |[DelJPending ccrued Annual LeaveDec 16 2002 8:00 AM Dec 16 2002/4:30 PM  8:00
New

Leave Transfer Program Donations

Account Hours Status PP Year
OS ELTP Bank39:00Approved 252002
New
Total 20:00
Approved Donations This leave year Last leave year
Voluntary Program: [(HiY 0:00
Emergency Program: [EEHil 30:00

Copyright © 1999-2002 3i Systems Inc.

& Done ) Internet
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Donations To Account

You can create a leave donation by clicking New Donation in the Leave Transfer
Program Donations section. You will see the screen below. This screen captures all of
the information required for making a leave donation. You must fill in all the fields on
the form before saving it.

2l Time & Attendance: Donations to Account: com.threeis.webta.P357editDonation - Microsoft Internet Explorer, g@@
File Edit ‘iew Favorites Tools Help I"?

BPD Test Region Help Logout

Donations to Account

Donor Information

RIOHNSON
=

7

3

s
4163442000 - PAY AND LEAVE SERVICES
Donated Annual Leave hd

Remarks

Copyright @ 1999-2004 3i Systems Inc,

If you know the name of the leave recipient you are donating to, you may simply type it
in the Leave Account field. If you do not know the specific name, you may click Search
to find it.

The position, grade and step fields are required for agency reporting purposes.

As with your T&A, if your timekeeper has stored your accounting, you will not need to
select an account. The account field will show NFC Stored Account. If your timekeeper
has not stored your accounting, you must select an account for the donation.

The type of leave being donated must be selected. It may only be annual leave or
restored annual leave. webTA will not permit you to donate more leave than you have
available.
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The status of the donation is Pending until it is approved by the Pay and Leave staff.
Once the donation is approved, it is noted on your T&A report, and the leave is deducted
from your leave balance.

Click Save to save the donation and return to the Main Menu or click Cancel to return
without saving.
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Locator Information

webTA is configured to send task notifications (such as approval of leave requests)
through email. webTA will use the email address saved in the webTA Locator for any
tasks sent to you. The only information required in the webTA Locator is the email
address.

To enter your email address, click Locator Info from the Employee Main Menu. The
screen below is displayed. Enter your email address in the Email/Internet field, then click
Save.

) Time & Attendance: Locator Info: com.threeis.webta.P360editinfo - Microsoft Internet Explorer E@@
File Edit ‘iew Favorites Tools Help i
L
BPD Test Region Help Logout

Locator Info

Office Contact Information for Jane Doe
Building

Street Address 1

Street Address 2

Room Number

Mail Stop/Routing Code

City

State WestVirginia v
Zip Code

Country

I>
3
o}

Office Phone
Extension

Cell Phone

Pager

Email /Internet Jane.Doe@bpd treas. gov

.
ol
=

Save | | Cancel
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Account Tables

Your timekeeper will establish a default list of accounts that you can charge to. If you
need to charge to additional accounts, you can add them to your personal account table.

You cannot create new accounts.

To add new accounts to your personal table, click on Accounts from the Employee Main
Menu. The screen below is displayed. Click Add Account to search for the accounts
you want to add.

2 Time & Attendance: Account Tables: com.threeis.webta.P3B0acctTable - Mic... E”sz

File Edit ‘“iew Fawvorites Tools Help

|
.l;r

Help Logout

Account Tables

Your Accounts

Account Description
Mo Employee Accounts,

Add Account

Timekeeper's Accounts

Account Description
4169142000PAY 8 LEAVE SERVICES

Copyright @ 1999-2003 3i Systems Inc,
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When you click Add Account, the screen below is displayed. Click Find under fiscal
year 2004. webTA displays a list of all accounts for fiscal year 2004.

2 Time & Attendance: Search for Account: com.threeis.webta.P960searchAccount - Mi... g@]g|

File  Edit Miew Favorites Tools  Help ;',"

Help Logout

Search for Account

Limit your search by entering the parts of account that you know.
See Online Help for more information.

MEXT Fiscal Year - 2005

Your HR Admin does not have an account
template defined for the next fiscal year

CURRENT Fiscal Year - 2004
Required Cptional

;
PREVIOUS Fiscal Year - 2003

Your HR Admin does not have an account
template defined for the previous fiscal year
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You can narrow the list of accounts by filling in part of the Required field before clicking
on Find. In the example below, webTA will display accounts for fiscal year 2004, with
an appropriation code of 01 and cost codes beginning with the number 6.

A Time & Attendance: Search for Account: com.threeis.webta.P960searchAccount - Mi... Q@E|
File  Edit Miew Favorites  Tools  Help ;','

Help Logout

Search for Account

Limit your search by entering the parts of account that you know.
See Online Help for more information.

MNEXT Fiscal Year - 2005

Your HR. Admin does not have an account
template defined for the next fiscal year

CURRENT Fiscal Year - 2004

Fequired Cptional

4fore
PREVIOUS Fiscal Year - 2003

Your HR. Admin does not have an account
template defined for the previous fiscal year

Copyright © 1999-2003 31 Systems Inc.
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Once you click on Find, a screen similar to the one below is displayed. To add an
account to your personal account table, simply click Add next to the appropriate account.
The Add button will change to Listed. When you have finished adding accounts, click
Return.

<3 Time & Attendance: Browse for, Account: com.threeis.webta.P961browseAccount - Microsoft... g@]g|

File Edit Wiew Favorites Tools  Help l';'

BPD Production Region Help Logout

Browse for Account
| [account [pescription |

4016100000 OFFICE OF THE ASSISTANT COMMISSIOMER
4016300000 DINVISION OF PROGRAM ADMINISTRATION
4016600000 DIYISION OF SUPPORT SERWICES
4016500000 DIYISION OF SYSTEMS ADMIMISTREATION

4016900000 DIYVISION OF ACCOUNTIMG SERWICES

Copyright @ 1999-2003 3i Systems Inc.

<3 Time & Attendance: Browse for, Account: com.threeis.webta.P961browseAccount - Microsoft... g@]g|

File Edit Wiew Favorites Tools  Help l';'

BPD Production Region Help Logout

Browse for Account
| [account |pescription |

4016100000 OFFICE OF THE ASSISTANT COMMISSIONER
4016300000 DIVISION OF PROGRAM ADMINISTRATION

4016600000 DIYISION OF SUPPORT SERVICES
listed 4016800000 DIVISION OF SYSTEMS ADMINISTRATION

4016900000 DIMISION OF ACCOUNTIMNG SERYICES
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You can also delete accounts from your personal account table. Click on Accounts from
the Employee Main Menu to display the screen below. Click Del next to the account you
want to remove. You cannot remove the accounts in your timekeeper’s account table.

<} Time & Attendance: Account Tahles: com.threeis.wehta.P3B0acctTable - Microso. .. E'E”X'
File Edit \Miew Favorites Tools Help l';,

Help Logout

Account Tables

Your Accounts
Account Description
4163442[![![! P&y amD LEANVE SERVICES

4169100000 QOFFICE OF THE DIRECTOR
Add Account

Timekeeper's Accounts

Account Description
4169142000PAY 2 LEAYE SERVICES
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Timekeeper Tasks
If you need your timekeeper to update information that you do not have access to, you

can enter a timekeeper task message. The message you enter is sent to your timekeeper
through email.

Click on Send Task from the Employee Main Menu. The screen below is displayed.
Type in the message and click Save.

2 Time & Attendance: Task Timekeeper: com.threeis.webta.P370sendTask - Micresoft Intern... |Z||E|E|
Eile Edit \Miew Faworites Tools  Help Links ** | Markon antivirus E' - :'

U

webTa YWerson 2.5.0 Help Logout

Task Timekeeper

Please enter a tasking message
to send to your timekeeper.

Save Cancel
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